USER GUIDE
or CORPORATE USER

A Corporate User is any employees who Corporate Admin has set up their profile in the portal.
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INTRODUCTION

TYPE OF USER

There are two type of users in the portal which is Corporate Admin and Corporate User. Each
type of user will have different level of access and authorization as below.

1. Corporate Admin

A Corporate Admin is a main user in the portal. As a main user a Corporate Admin will be able
to:

o Create and manage employee or corporate user profile

e Create another corporate admin profile

e Assign and manage employee grouping

e Manage approval setting

e Full access to report

e Perform and manage booking for all users and for him/herself

o Approve travel request if she/he is set as approver

2. Corporate User

A Corporate User is any employees who Corporate Admin has set up their profile in the portal.
A Corporate User will be able to:

e Manage his/her own profile

e Create and manage his/ her own booking

e Access to his/her own booking report

e Approve travel request if he/she is set as approver by Corporate Admin*

Note:

* Setting up approval is an option if corporate wants to use approval flow provided in the portal.

*The last approver will have authority to proceed for payment.

*If corporate decide not to use approval flow then all Corporate Users can proceed for payment
for his/her own booking and Corporate Admin can proceed for payment for all users assigned to
him/her.

The last approver will be authorized to proceed with payment for any booking.
Corporate Admin can raise a request, search for flights and can make a payment (only if he /she
is authorized to do so), view the status for the raised requests, view the booked tickets.
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1.0 GETTING STARTED

1.1 Header Tab Familiarization

In the header tab section, you can find all the menu options as seen below.

4- Page
2- Currency Enhancer
Type

malaySIay Dashboard ~ New Booking v  Manage Bookings

arrlnes
Y 3- Language

options

Manage Approval  ooo Morew (% Englishv (& " @

\4

1-Menu Options

5- Theme
Settings

6- User
Profile
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Options Description
1-Menu Options The list of options in the header tabs as below.

e Dashboard
e New Booking
e Manage Bookings
¢ Manage Approval
e More
o Manage Profile
o Manage Employee Grouping
o Manage Approval Settings
o Reports
2- Currency Type Type of the Currency which is being used

3- Language Options Click here to set the language. However, currently only English
language is available

4- Page Enhancer Click here to enter full screen mode

5- Theme Settings Click here to change the theme. There are two options
available as below:

e Default
e Dark
Theme

Default Dark

6- User Profile Click here to see the account user profile details
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e User Profile

e Click on the icon to edit-and-view your profile information
English @ e Q

Ms. Sandhiya CS

) sandhiya.c@infinitisoftware.net

5
Q' +60874858347879

2 My Profile

{+) Add Traveller Details

G Logout
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2. QUICK START FOR DUTY TRAVEL
2.1 First-Time Log in for Corporate User

e Set your password through link in the email from portal within 24 hours from receiving
the approval notification email.

e Your password must not contain characters (alphanumeric ONLY).

o Choose your setting whether to enable or disable two factor authentications (default:
inactive)

ma]ayﬁ@? @ oosnboord  Now Book

(]
3
]

My Profile

l Enable 2 - Factor authentication 3

Ol
'.'-"r_- i
Fi[m

uuuuuuuuuuuuuuuuuuuuuuu

malays:a?

airlines




22 April 2022 . .
User Guide for Corporate User MHbIZ MHRIoZ

2.2 Create Booking for Your Duty Travel

¢ Choose travel type from New Booking dropdown.

ma]aysv,xaj @ boshboard  NewBookinga  Manage Bookings  ©°
T

@ Morcw

& v

Engiish »  Points summary 3 [} . N
Duty Travel
Duty Travel Y

Leisure Travel

Hotel Booking

. 'I
From

Where from

To*

Where to

Doparture date®

Select date

- S

cabin

COVID-19 Travel Updates

3k, Malaysia A

Read Moro —

javascript;

¢ Input your destination, date, and cabin

malaysv(saj @ voshboard  New Bookingw  Manage Bookings  ©
o

oo Morcy

& ne

Engish»  Points summary 751 [ " N

Duty Travel

1

Kuala Lumpur ( KUL)

Kuala Lumpur International Airport

Tor

Kota Kinabalu ( BKI )

Kota Kinabalu International Airport

Doparture dale® Return Date*
30, May 2022 03, Jun 2022

Monday Friday

- S

COVID-19 Travel Updates
1k Malay

Cabin
Read M
Add Passenger Details — cad Morc >

malaysia
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¢ Click on Add passenger detail and type in name or email of the intended traveler

Duty Travel

& Add Passenger Total pax Count : Adult-0 | children -0 | infant: @
From
Kuala Lumpur (KUL)

(0 Only registered users are allowed for booking.

ail o
Q Noor Liyand] -

Ms Noor Liyana Ab Aziz

Kota Kinabalu ( BKI
ota Kinabalu (BKI) noorliyana.abaziz@malaysiaai

Dopartur Roturn Dol
30, May 2022 03, Jun 2022

Search Flight -

e Make sure the traveler's name were in green line to proceed. This confirms traveler
details had been input as employee

malaysiadP @ cowvooa  wowsootinge  wanogs sookings  @ee More & we  ogen.  Fomssummary & 0O N
T =
Duty Travel
8
¢ Add Passenger Total pax Count : Adult:1 | Children:0@ | Infant:0
From
Kuala Lumpur ( KUL) ) 12 aro allowsd for booking.
O
Kota Kinabalu ( BKI)
Ms.Noor Liyana Ab Aziz = noorliyana.cbazz@m. | 12881426 VAN ¢

Dopartur Roturn Dol
30, May 2022 03, Jun 2022

search Flight —>
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¢ Flight availability will display discounted fare for each flight

& G

malayﬂ:g? L ]

Flight Select Addl pax Add-ons Payment

9 Kuala Lumpur (KUL) <9 Kota Kinabalu (BKI) = 30, uay 202 ooparie T —

Kuala L #5 Kota Kinaball
4 Fri 27, May Sal 28, May Sun 29, May Tue 31, May Wed1, Jun Thu 2, Jun uala tumpur <2 Kota Kinabalu
2361 26213 26213 sz 26213 20213 Return | 1 passenger(s)

1 aduit(s)

() Fare displayed is for | adult only and includes charges | taxes Amivol lima | Duration &

Flight selection

08:05 Kuala Lumpur > 10:45 Kota kinabalu Mon 30, May 2022
Kuala Lumpur International Airport (KUL) Kola Kinabalu International Airpert (BK1) om MY
Tormingt M Torminal 1 118470
Total duration 2h 40m. Dirsct flight | Flight details v 843.70 N flight sclocted
Malaysio Airlines (MH2612) View all v
[ compori-on G
Mon 20 Way 2022 Mon 20, May 2022
09:15 Kkuala Lumpur > M55 Kota Kinabalu
Kuala Lumpur Intemational Airport (KUL) = Kot Kinabalu Intarnational Airport (BKi)
Torminat M Torminai 1
Tetal duration 2h 40m, Direct flight | Flight details»
Malaysio Airlines (MH2610) View all v
1N 20, May 2022 Mon 20, ey 2022
1:35 Kkuala Lumpur > 1415 Kota Kinabalu
Kuala Lumpur Intemational Airport (KUL) Kot Kinabalu Intornational Airport (BK)
Terminal M Terminal 1
Tetal duration 2h 40m, Direct flight | Flight detailss 84370
Malaysio Airlines (MH2646) view all +
malaysia @ Fight solcct Add pax Add-ons Paymont
() ¥are displayed is for | adult only and includes charges / taxes % Departure Time Arrival Time & Duration %
E— Trip Summary
Kuala Lumpur <> Kota Kinabalu
Mon 20, May 2022 Mon 20, May 2022 Roturn | 1Passenger(s)
08:05 Kuala Lumpur > 10:45 Kota Kinabalu
1 Adui(s)
Kuala Lumpur Intemational Airport (KUL) Kot Kinabalu Intornational Airport (BKi)
Termingt M Torminal 1
Total duration 2h 40m, Direct flight | Flight details» Flight selection
Malaysia Airins (MHI612) View all v

2 Onward

Mon 30, May 2022
I
No flight sclocted

Cabin Baggage 2X7kg Each a
2 Check-in Baggage 40 Kg (& check-in Baggage 50 kg
5 Gomplimentary snacks{Meals & Boverages % Compiimentary Snacksfhoals & Beverages
. > Roturn
& Freo Standord Seat Selection & Freo Standard Seat Salection
T No Flexibility To Board Earlior On Day Of Travel | Fleubilly To Board Earlior On Day Of Travel
.. Rebooking: Ix Free Change Fee (Fare Difference (subject To Availability)
G Applies) 4 Rebosking Unlimited Free Changs (Fare
3 Refund At A Higher Fee. Difforanco Applios.

5 Refur
$  Upgrado With Envich Foints & Rafund At A Fea

S Uparads With Enrich Pints

i, Gomplimentary lounge Accoss

L Complimentary Lounge Access

Priority Check-In

- °
[ Priority Boarding £ Priority chockin
Priority Baggage { rriority Boarding
2 N 3 Prioiity Baggage
(' Basic Travel Protaction - Policy Banefit

Attributes Above Are Applicable For Flights Oporatod
By Malaysia Airiines Only. Attributes Abave Ars Applicable For Flights Operated
By Malaysia Airlines Only

e MR
138830 1588.40
943.70 1.503.40
Select Select
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e Selected fare summary will be on your right screen. Proceed next

malaysia L4 Fight Select Add pax Add-ons Payment Confiemation
() varo dispiayed is for | adult only and includos charges | taxes Sortby:| iriea 5 Doparurslime 3 Amivallme § Duration &
 — Trip Summary
Fi03.4un 2022 Fri 03, Jun 2022 L, P (P
uala Lumpur ota Kinabalu
19:05 Kota Kinabalu > 21:40 Kuala Lumpur e
Xota Kinabalu international Airport (8K) Kuala Lumpur Intomational Airport (kuL) From MYR Roturn | 1Passenger(s)
Tormminol 1 Terminal M EEVEESS W
1 Aduil()
Tolal duration 2n 35m, Direct flight | Fight dotailsy. 94370
Malaysia Airlines (MH2631) View all v
Flight selection
| > onward  Mon 30, May 2022
| 08:05 o stopte)
Fri 02, Jun 2022 Fii 03, 1un 2022 i Kuala Lumpur o0 Xota Kinabaly |
15 Koto Kinabalu 22:50 kuala Lumpur | [
> P | o |
Yota Kinobalu international Airport (86)) Kuaia Lumpur Intemational Aiport (€U1) Businass Flox MYR4:588.401.503.40
Tereminol 1 Torminal M !

Fare details | Fare Basis Code | Fare Rules
Tolal duration 2h 36m. Direct flight | Flight dotailss.

Malaysia Airines (MH2647)
< Rotun  Fri 03, Jun 2022

Kuala Lumpur

O Cabin Baggage 2X7kg Each (1 Cabin Baggage 2X7kg Each I —
5 ChockinBuggage 10 Ky (@ checkin Baggage 50 kg
B Complimentary SnackefMools & Boveragos 3 Complimontory SnacksfMouls & Bovoragos Fare Summary
& Freo Standord Seot selection £ Free standard Seat selection
T Mo Floxibility To Board Earlior On Day Of Travol y, Flexibility To Board Earlier On Day Of Travel
O pppiies) 5 Rebooking Untimited Feo Change (Fare
2 Refund AL A Higher Foo Differenco Applios)
S Uparade With Envich Points © Rolund ALA oo
<, Complimantary Lounge Accoss S Upgrade with Enrich Points

Frority Chock-in s Complimentary Lounge Accass

Priority Boarding & Prioity Checkin

=

Priorily Baggage

Priority Boarding IYR 3,006.80 Next
= Priority Baggage

NA

¢ Review your flight selection, key in Frequent Flyer number, Emergency Contact and
proceed to Add On.

3 Q €

ma]ayﬂg? L]

Flight Seloct hdd pax Add-ans Payment Confirmation

Review Itinerary  Traveller Information Faro Summary

# Malaysia Airines (MH2012)
. y
08:05 Kuala Lumpur 10:45 Kota Kinabalu Kuala Lumpur s Kota Kinabalu

Mon 30. May 2022 Mon 30. May 2022 (+) Adult (1x 3,006.80) MYk 3,006.80
Kugla Lumpur Intarnational Airpo 2n dom Kota Kinabalu Intarnationl Airpert
(xu) (6x1)

Tarminal M Torminal | Total Amount MYR 3.006.80

Xota Kinabalu £ Kuala Lumpur

Fri 03, 2un 2022 | 0 st

# Malaysia Airinos (MH2647)

2045 Kota Kinabalu 22:50 Kuala Lumpur

Fri 03, Jun 2022 Fri 03. Jun 2022

Xota tinabalu International Airpor znasm Kuala Lumpur Intemational Airport
() ()

Terminal| Torminal b

Traveller Details

Ms. Noor Liyana Ab Aziz | Adult noorliyana.obaziz@malaysioaitines.com | & 13880420

Frequent Flyer No (optional)

Airline - Frequent Fiyor No.

Emergency contact information

Contact Name +60 = |Mobile Number

S malays:a?
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PR

e Select your Add on (seat, meal, extra baggage, lounge). Chargeable add on will be
added to your final amount.

Add-ons

Kuala Lumpur - Kotakin_  Kota Kinabalu - Kuala L

PR BBXAOK Oreor Id - 2662

m KUL-BKI  cnmers wrooo @

(@) Ms. Noor Liyana Ab Aziz

Value Bundie

L [
= a c @299
soectoa i e BKI-KUL  son w000 @
g
——| (©) we. Noor Liyana Ab Aziz
: =) = =]

spocial

Solectod soat(s) - 2 Total Add-Ons Amount Total Amount
MYR 0.00 MYR 0.00

MYR 3,006.80 ¥

¢ Continue to payment. Accept Covid-19 Safety Requirement.

» ° o o o
malaysia L Flight Seloet Ak pax Add-ons

Payment Confirmation

Make Payment Order Id : 2652 PNR : 66XAOK
) Upon clicking on the Pay, you'll be directed Lo the Amadeus Payment Galeway Site. — Flight Dotails Add-ons Details Pax Info

e Payment Kuala Lumpur <5 Kota Kinabalu

+) aduit (1x 3.006.50) v 3,006.80

Add-ons vk 0.00

(@ COVID-19 SAFETY REQUIREMENTS

1 Passcngers arc advised to obtain on all travel

Total Amount

MYR 3,006.80

a which includes Malay:

n immigration
requiroments to travel abroad, and thair destination’s country health and immigration requirements through the country’s
nearest cmbassy. official website or via www iatatravelgentro.com

2. Mandatory usc of face mask at the airport and onboard all Malaysia Airlincs, MASwings and Fircfly flights. Infants below the
age of twe are cxempted from this requirement.

3. Maintain a physical distance of more than enc meter when in the airport terminal

4. Passengers with COVID- 19 symptoms such as fever, cough, and being short of breath are not allewed to fly en all Malaysia
Airlincs, Firefly and MASwings flights.

5. Passengers who have boen under Hoalth Authority instructions related to COVID-18 within the last 16 days prior to departurc
are not permitted to travel on all Malaysia Ai

s, Firefly and MASwing flights

6. Passengers ontering Malaysia are required to download MyScjahtera App on their phone for contact tra

g purposes.

O I understand and accept the COVID 19 safety requirements.

Terms and Conditions

O 1 understand and accept the Terms and Conditions of Carriage , Terms and Conditions of Seat Scloction and Privacy
Policy.

malays:a?
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¢ Review your tickets Terms and Conditions. Once you checked these two boxes, system
will display total amount chargeable

malayﬁ@y L

3_Maintain a physical distance of more than one meter when in the airport torminal

Flight Select Addl pax Add-ons Payment Confirmation

4. Passengers with COVID- 18 symptoms such as fever, cough, and being short of broath arc not allowed to fly on all Malaysia

Airlincs, Firefly and MASwings flights.

5. Passengore who have been under Hoalth Authority instructions rolated to COVID-19 within tho last 18 days prior to departure

are not permitted to travel on all Malaysia Airlines, Firefly and MASwings flights

6. Passengers entering Malaysia are required to download MyScjahtera App on their phone for contact tracing purposes.

I understand and accept the cOVID 19

NoTE:
1 Pioase roviow your booting dotails and ansuro that passenger namals and all information entored Is corract.

2. Please do not click Reload, Refresh or Back brows:

r buttons while payment is in the progress.

3. Plcase review this list of De

4. Our A330-200 Business Therefore, customers who require this service will

need to contact our call centre for further arrangements. Malays es roserves the right to downgrade or deny the

carriage of passengers if they fail to do so. Please review this list of

MYR 3,006.80 | Pay —>

Kok MAS: o User Guide | Contaet Us

e Proceed to payment. Portal accept all major cards, Online banking, and a few e-wallets.
The usage of MH eVoucher were not accepted as part of payment

Payment malagﬂgg
Payment methods MYR 3,006.80
Details
==
Your trip BEXADK
(#maybank
CIMB Clicts
OFPX
®oost

&

P paypal

TouchnGO

mala s:a?
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3. EXTENSIVE GUIDE FOR DUTY TRAVEL

MH:;
TRAVEL

3.1 Create Booking for Your Duty Travel with Approval Flow Setting

e To create a booking, click New Booking in the Header Tab
e Select the trip type (One-way or Return)

e Fill in the box with Asterisk

e Click Add Passenger Details to Proceed

malaigmlmgy

From*

Kuala Lumpur (KUL)

mpur Int

To*

Kota Kinabalu ( BKI)

Departure Date”

05, Oct 2020

Cabin

/ N\ g .. A
( ) )
X NG J
¥ R

Dashboard Manage Bookings

Add Passenger Details —>

Manage Approval

COVID-19 Travel Updates

Read More —

e Search and select any passenger that has been registered
e Click Search Flight to proceed

MH

b

English ~ @ e 9

< c & uat-corporate.malaysiaairlines.com/4EA140588 150773 CE3AACET86AEEF7TF4049CE1 00FAG49C94FBBDDBI60F 1 DA942/53744057588078 198445 B9FE 1 7CBACTOOFFAFBCOCE4BC053.. v @

malayslaﬂ Dashboard

Manage Bookings

Manage Approval

English » @ e 9

F
Kuala Lumpur (KUL)

Kota Kinabalu ( BKI)

Departure Dat

05, Oct 2020

Erich MAS:

< Add Passenger

(D Only registered users are allowed for booking.

Name [ Email Id

v

s:a?

malay,

Total pax Count: Adult: 0

Children: 0 Infant : @

Search Flight —
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e Select your flight and type of fare
e Click Next to proceed

malay: L 4

Flight Select

Payment

Confirmation

(D Fare displayed is for 1 adult only and includes charges [

Sortby: Price % DeparturcTime 5| ArrivalTime % Duration
taxcs
sor por Economy
08:15 Kuala Lumpur 10:55 Kota Kinabalu
Kuala Lumpur International Airport Kota Kinabalu International Airport From MYR From mMyR
(k) (K1) 299.28 999.92
Terminal M Terminal 1 291.84 952.22
lotal duration 2h 40m, Direct flight | Hight details v View all » View all »

Malaysia Airlines (MH2612)

Trip Summary

Kuala Lumpur <> Kota Kinabalu

One-way 1 Pussenger(s)

1 Adult(s)

Flight selection

2 Onward Mon 05, Oct 2020

10:55
Kota Kinabalu

08:15 =)
-0

Kuala Lumpur

o cabin Baggage 7kg £} cabin Baggage 7kg ) cabin Baggoge 7kg (D Economy Flex MYR £7¢,82 369.22
2 Ne Check-In Baggage 0} check-In Baggage 20 kg ) check-In Baggage 35 Kg A o Y -
% Complimentary Snacks/Meals 3{ Complimentary Snacks/Meals % Complimentary Snacks/Meals
& Beverages & Beverages 7 & Beverages Fare summary
& No Child Discount £ 0% child Discount & 15% child Discount
% No Free Seat Selection = NoFree Seat Selection % Free Standard Seal Selection MYR 329.00
& Mo Flexibility To Board Earlier 2 No Flexibility To Board Earlier _ Flexibility To Board Earlier On o rave anan
= ©On Day Of Travel " on pay of Travel ) Day Of Travel (Subject To
~ ) ) Availability)
©J Rebooking Not Available Rebooking: Ix Free Change
9 I/ g 9 X - MYR 36922 Next —

. Fee (Fare Difference Applies) Rebooking: Unlimited Free

$  Refund Not Available ~
- o - %2 Chanae (Fare Difference

e You will be directed to review itinerary page as below
e Enter your Frequent Flyer number if you have one

o Fill in your emergency contact details (optional)

e Click Add-Ons to proceed

°—o—1»—1»—(

Flight Select Add-ons Payment Confirmation

Review Itinerary Traveller Information Fare Summary

# wmalaysio Airlines (MH2638)

o .
23:50 Kuala Lumpur Kuala Lumpur s Kota Kinabalu

Fri 18, Oct 2020

21:25 Kota Kinabalu

Fri 18, Oct 2020 (= Adult (1x 1,046.90)

Total Amount MYRrR 1,046.90

mMyr 1,046.90
2h 25m

Terminal 1 Terminal M

Traveller Details

Adult amirmnoor@aim.com +60 176263414

Mr. Amir Mohd Noor

Frequent Flyer No. «

Emergency Contact Information

Contact Name w |Mobile Number

Add-Ons —

+60

malays:a?
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¢ You will then be directed to add-on selection page

MH:;
TRAVEL

MHY;

¢ You may choose your seats, additional luggage, meals, lounge access, and special

assistance
e To proceed, click continue

o ——— ————————————

malayﬂg?

(5)

Flight Select Add pax Add-ons Payment

Kuala Lumpur - Keta Kinabalu  Kota Kinabalu - Kuala Lumpur

Hiss

o o 9999000999994
: 92990909@990999ad
ot 0 9990909999 9d
o c 9990909099003 9d
g 9990900909009 9d
& = 9290900909099 9d

selected seat(s) - 0 Total Add-Ons Amount
MYR 0.00 MYR 0.00

Total Amount
MYR 1,046.90 ¥

Confirmation

KUL - BKI  onworg

@ Mr. Amir Mohd Noor

BKI - KUL  return
@ Mr. Amir Mohd Noor

Y | O

)
EN

£

)
QD

£

R

d:798

Mmyr 0.00 ()

Myr0.00 ®

‘ D~
D~

e Your booking request will be forwarded to your approver(s) for booking approval and

payment.

malays:a?
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3.2 Managing Your Booking

o To view and manage booking created, click Manage Bookings. You will be directed to
below page

3 Dashboard New Booking Manage Bookings Manage Approval 000 > ] English + @ w 9

Manage Booking Sortby  +
i W Filters Reset All
EI Pending Upcoming Completed Expired H BOOkIng status tab
* Time Period
- Order ID PNR Trip Type No. of Passenger Booking Date & Time Total Fare @ view
¢ 728 0JOGT7H One-way Thu 27, Aug 2020 | 12:15 MYR 461.44
Trip Mode
a Order ID PNR Trip Type No. of Passenger Booking Date & Time Total Fare . All h
“ o2 0G4M89  One-way Wed 26, Aug 2020 | 21:04  MYR 301.38 © view
status
N Al -
» Order 1D PNR Trip Type No. of Passenger Booking Date & Time Total Fare .
“ 700 OEKWQC  One-way Wed 26, Aug 2020 | 14:41  MYR 2,879.00 > view
Email ID -
» Order 1D PNR Trip Type No. of Passenger Booking Date & Time Total Fare .
“ 890 OE5P33 One-way Wed 26, Aug 2020 |12:41  MYR 461.44 D view search by
Order ID v
» Order 1D PNR Trip Type No. of Passenger Booking Date & Time Total Fare .
<" g8e 0DS9z5  Onc-way IZETTE000)  Wed 26, Aug 2020 [11:16 MYR 457.20 @ view Apply

\

List of Existing Bookings Filter to refine your search

e Click Expand button to view the summary of ticket details and status e.g. Pending for
Approval, Approved etc
o Click view icon button to view the complete details

Manage Booking Sortby  w

¢4 Pending Upcoming Completed Expired

Order ID PNR Trip Type No. of Passenger Booking Date & Time Total Fare

728 0JOG7H One-way Thu 27, Aug 2020 | 12:15 MYR 461.44
Expand this data
Kuala Lumpur 08:15 2h 40m Kota Kinabalu 10:55  Fare Family Status
Departure n] R
Thu 24, Sep 2020 0 Stop(s) Thu 24, Sep 2020 Economy Basic
2 Order ID PNR Trip Type No. of Passenger Booking Date & Time Total Fare
“ T2 0G4M89  One-way Wed 26, Aug 2020 | 21:04  MYR 301.38 © view

malays:a?

airlines




22 April 2022 . .
User Guide for Corporate User MHpnlnzvu MHRIoZ

e Once you have clicked view icon button, you will be directed to the page below.
¢ You will have the function to cancel or change the flight/date

ma[aysllay Dashboard New Booking Manage Bookings Manage Approval coo 3 English ~ @ e 9
ainines

Manage Booking
View Bookmg Requested by : Mr.Zayn Mooney Fare details

Payment done by : Mr.Amir Mohd Noor > "
Kuala Lumpur s Kota Kinabalu

e =SS ais (® Adult (1x 1,036.30) MYR 1,036.30

KUL * [ coturm | > BKI Total Amount MYR 1,036.30
Kuala Lumpur Kota Kinabalu

Order ID Booking Date & Time Payment Date & Time Airline PNR 3 T30

726 Thu 27, Aug 2020 Thu 27, Aug 2020 OJMKBU ) -
Cancel Ticket Change Flight/Date
12:05 12:22
Flight Itinerary smBockiclist page

Kuala Lumpur & Kota Kinabalu | Sun 13, Sep 2020 | 0 stop(s) Economy Flex w‘i'w

# Malaysia Airlines (MH2612)

08:15 Kuala Lumpur 10:55 Kota Kinabalu

3.3 Generating Your Duty Travel Report

¢ Inthe header tab, click Reports

' 9 Dashboard New Booking Manage Bookings Manage Approval coo More »

Manage Profile

'm Report teq
Manage Employee Grouping

rt Name Field Name Filter Name Created Date & Time Updated [ Manage Approval Settings

. - - . | 1
1ding Re... 5 Field @ 2 Filters (O 27, Aug 2020 112:25 27, Aug 2 Reports

=7

e Once clicked, you will be directed to below page that show list of existing Report, if any
e Click Create Report to create your new report
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ma,'ays,a? Dashboard  New Booking  Manage Bookings  Manage Approval  coo More v = English » {8} .* 9

Custom Report

) V Filters Reset All
Report Name Field Name Filter Name Created Date & Time Updated Date & Time ﬁ .
spending Re.. 27, Aug 2020 112:25 27, Aug 2020 | 12:25 © -
Created Date
All A
Report Type
Al -
LISt Of eX'St'ng Report Name

Report Al v

!

Filter to refine
your search

e Once clicked, you will be directed to below page

e Drag minimum 5 provided fields and minimum 1 filter into Drag and Drop Filters section
e Tick Select All if you wish to add all fields

o Field the name of the report

e Click Next to complete the report creation

e The report now will be appeared in list of existing report in the previous page

ma]ays;a? Dashboard  New Booking  Manage Bookings  Manage Approval coo More w 3 English+» {3} .” 9

Create Report

sy
. . A . R tN . GRS Next —
Available Fields Available Filters (7 select All eport Name Master report v
order ID Booking Status Selected Fields < Back to List Page

Booking Type Booking Date & Ti..
Payment Date & Qrigin
Destination Number of Stops
Trip Type Onward Departu_
Drag and Drop Filters
Onward Arrival D.. Return Departure..
Return Arrival Da.. Airline Code
Flight Number Base Fare

malays:a?
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3.4 Approving Travel Request If Being Nominated As Approver

e Click Manage Approval button in the header tab to view the list of approval settings.

ma[ays,aﬂ Dashboard New Booking Manage Bookings Manage Approval oc

airlines

Approval List

82 Pending Rejected Approved Expired
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e Once clicked, you will be directed to below page
Approval status list tab
Approval List Sotby v
% Filters Reset All
Pending Rejected Approved
Time Period
K3 Order ID PNR Trip Type No. of Passengers Booking Date & Time Total Fare & view I(mst Month v }
n9 NHTUM5  Return Tue 30, Jun 2020 [12:55  MYR 4,124.00 e
Trip Mode
Kuala Lumpur 09:05 14h 20m London 15:25 Fare Family
Departure i . All v
Tue 10, Nov 2020 05tops Tue 10, Nov 2020 Economy Basic
Status
Pending For Approv..
p— London 10:25 12h som Kuala Lumpur 0715  Fare Family Email ID v
Fri 13, Nov 2020 05tops sat 14, Nov 2020 Economy Basic
.  OrderiD PNR Trip Type No. of Passengers Booking Date & Time Total Fare X
oo NCEKKD  One-way 1 Passengers O Mon 29, Jun 2020 1258  MYR1,021.00 © vew
Order ID PNR Trip Type No. of Passengers Booking Date & Time Total Fare .
’ o5 NC2WD8  Return s ) Mon 29, Jun 2020 |12:26  MYR1,487.00 @ view
1
Click here to expand / Bookings list Filters

minimize the list

e There are three (3) tab in the approval status list.
o Pending tab = Showing booking that pending for approval
o Rejected tab = Showing booking that has been rejected by the approver
o Approved = Showing booking that has been successfully approved

e There are three (3) filter function in the filter box
o Time period = allow you to filter booking made on certain range of period
o Trip mode = allow you to filter type of trip
o Email ID = allow you to filter and search by user email address

e To approve the requested booking, click on View icon button

) malays:aj
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e Once clicked, you will be directed to the page below

e To approve, click the approve button. If you are the last or the only approver, you will
then be directed to Make Payment page.

e To reject, click the reject button. The rejected booking will then be appeared in the
Rejected Tab list in the previous page

View Booking Requested By : Datin.Shailesh RE Fare details

Kuala Lumpur > Delhi

(*) Adult (2x1,887.00) MYR 3,774.00

KUL «°

Kuala Lumpur

(1] 2 3

Requested Ms.Sandhiya CS Mr.Abdul Mh]eed

(*) Add-ons

Total Amount MmYR 3,774.00

wMyR 0.00

Order ID
1030

Booking Date & Time
Mon 18, May 2020 19:33

Back to list page

Flight Itinerary

Kuala Lumpur & Delhi | wed 24, Jun 2020 | IStcp(s)

¢ Malaysia Airlines(MH179)

22:00 Kuala Lumpur 22:55 Colombo

Wed 24, Jun 2020 3h 25m Wed 24, Jun 2020
Lumpur | na 1 naike Intl
I "
# sriLankan Airlines(uLign)
00:40 Colombo 04:15 Delhi
3h 25m Thu 25, Jun 2020

Thu 28, Jun 2020
1 naik

Traveller Details

Datin. Shailesh Re Adult

Kuala Lumpur ¢ Delhi

| ) A
KUL - CMB 15y Not Sclected x® Not Sclected
1t 1] A
CMB - DEL kﬁ Not Selected % Not Selected
Datin Seri. Padm...

Adult Daughter

Kuala Lumpur ¢ Delhi

| ) A
kuL-cme | Y Not Selected x® Not Selected

| ) A
cmB-DEL %= Not Selected x® Not Selected

oneworld

shailesh.r@infinitisoft..

Not Sclected

Not Selected

Not Sclected

Not Sclected

malays:a?
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C]
g9

Loung o
Not Sclected (-I%

Loung; Q
Not Selected (%

Loung o
Not Sclected (-I%

Loung o
Not Sclected (-I%

Departure

F ial A
Not Selected

pecial
Not Selected

Departure

pecial A
Not Selected

F ial A
Not Selected
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e To proceed with payment, tick the terms and conditions box and click Approve & Pay.
You will then be directed to payment gateway page.

Make Payment Order Id : 1408

Fare details Flight Details Ancillary Details Pax Info

a Ma D E U S chennai ¢ Kuala Lumpur
() Adult (1x 720.00) MYR 720.00
AMADEUS
Payment @ add-ons MYR 0.00
Gateway
Total Amount MYR 720.00

Terms and Conditions
I understand and accept the Terms and Conditions of Carriage , Terms and Conditions of

Seat Selection and Privacy Policy.

Note :

v Click on the "View & Approve’ button to refer additional travel plan details including
SSR, flight layout etc. Make your payment for travel plan approval.

v The approval link will be valid till before departure.

v This message was sent from an unmonitored email address, please do not reply to this

message.

MYR 720.00 | Approve & Pay —

) malays:aj
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4. QUICK START FOR LEISURE TRAVEL

4.1 First-Time Log in for Corporate User

e Skip this step if you have completed it in item 2.1.
e Loginto MHbiz PRO at mhbizpro.malaysiaairlines.com

maIays:a” @ MH::

Corporate Login

An enhanced MHbiz Pro
is coming your way!

Not a member yet? Sign up to get rewarded ) 3
with Corporate Enrich Points and save on 4 B Forgot Password?

expenses for every business trip with us ‘

Password

Don't have an account yet? Create a
ew Corporate account now!

e Click “Forgot Password” and a verification email will be sent to your email ID

Corporate Login

Password

Don’t have an account yet? Create a

New Corporate account now!

& malay EEE) 4
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¢ Insert email ID and enter Captcha

Forgot Password?

Email ID

wr93fc

Enter Captcha

e Check your email for the reset link

Please check your email

@ Thank you! If the e-mail you have
entered exists in our system, we will send
2 link to reset your password.

Forgot Password

) malays:aj
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4.2 Add Your Family Details

¢ Under “Manage Profile”, click the edit icon

e Click on the “Family Details” tab
¢ Add “Family Details”

| Family Dotails

S malays:a?
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e Fill in “Family Details” for the family member

Family Details
Miss A lahoeroh

Semsonsp Dare OF ot *

Doughter - 24, Doc 2020

e “Family Details” added

B uplesd cav ries  © addramity Detoits

S malays:a?
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4.3 Create Booking for Yourself and Your Family

e Under the “New Booking” tab, select “Leisure Travel”.

Now Booking a

Outy Travel

et}

e Select your destination, dates and number of passengers. Then click “Search Flights”

From*

Where from

Where to

Departure dote*

Select date
Q1® ©o®

Advoncod Search

S malays:a?
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e Select your flight

2 Kuala Lumpur (KUL) “% Langkawi (LGK) & coc 2021

Thu 16, Dec Fri 1), Dec S0t 18. Dec Sun 19, Dec
23248 23248 mios wioe

<

@ Fore aisployed is 101 1 0dult only ONG includos chorges | toxes = ce i DeportwreTime  AmivalTime : Ourotion 3

44813

09:00 KXuoio Lumpur 1030 tongkowi

Xuola Lumpur International Airport () = tonghowt Akport (10X
Total duration 1h 10m, Direct flight  flight dotails w

Moloysio Airiines (Mp1432)

10:00 subang M5 Longtowt

Sulton Aboul Aziz Shah Airport (528) Longtowi Arport (10K
Total duration In ISm. Direct flight  Fiight dotailsw

Malgysio Airlines (MH5382) operated by Fin

10:45 xuoia Lumpur

woka Lumpur Intornational Arpon () o uYR
84243
726.43

View oll v

Total Guration In 10m. Direct flight  Flight detans
Malaysio Airlines (M1438)

e Fill in your family details. Please ensure the added family members as per item 4 are
shown here. Simply click on the box to add.

Adult-1

Vc

Nome Guidetng

v First Nome Lost [ Fomily Name

Infant-1
vc”‘
A4 First Nome

Seloct Responuidio Adult
Dote Of Birth

& malaysia
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o When listing an infant’s details, be sure to select a Responsible Adult (One adult per
infant)

Mr Zaheen Husin

¢ Next click on “Add-ons”

S malays:aﬂ
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e Select your “Add-ons’

o Read through and acknowledge the COVID-19 Safety Requirements

VID-19 SAFETY

L. Possongors are advisod to obtain informotion on ol travel roquirements which includes Molaysion
immigrotion requiromonts to travel obrood, ond their destination’s country health ond immigration

requirements through the country’s necrest ombassy. official website or via www.ictatravelcentre.com

2. Mandatory uso of foce maosk ot the Girport ond onboord ol Moloysia Airfines. MASwings and Firefly

flights. Infants below the age of two are exempted from this requirement

3. Maintain a physical distanco of more than one motor when in the airport terminal

4. Passengers with COVID- 19 symptoms such os fover. cough. and being short of breath are not aliowed

to fly on oll Malaysia Airlines. Firefly and MASwings fiights.

5. Passengors who have boen under Hoalth Authority instructions reioted to COVID-1¢ within the last 15
days prior to departure are not pormittoed to travel on ol Molcysic Airlines, Firefly ond MASwings flights

8. Passongers entering Molaysia ore required to download MySejohtora App on their phone for contoct

tracing purposes

1 understand and accept the covio- 10«

S malays:a?
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o Read through and acknowledge the Terms and Condition. Then click “Pay”

NOTE :
L Ploase reviow your booking detaiis and ensure thot passenger namefs and all informotion entered is

corroct
2. Plecse do not click Reiood, Refresh or Back browser buttons while poyment is in the progress

3. Ploose roviow this list of gerous goods and prohibited items.

4. Our A330-200 Business class seats ore not fixed with seot beit extenders Therefore. customers who
requiro this service will noed to contact our coll centro for further arrongemeonts. Maloysio Airlines
reservos tho right to downgrode or deny the carrioge of passengers if thoy foil to do 30. Please roview

this list of

e Select you Payment Method and proceed to make your payment.

Expiry date

@ Secured vamaction

malays:a?
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5- REPORT

5.1 Create your own report

¢ Inthe header tab, click Reports

' 9 Dashboard New Booking Manage Bookings Manage Approval coo More =

Manage Profile

'm Report teq
Manage Employee Grouping

rt Name Field Name Filter Name Created Date & Time Updated [ Manage Approval Settings

. - - . | 1
1ding Re.. 5 Field @ 2 Filters (O 27, Aug 2020 | 12:25 27, Aug 2 Reports

e Once clicked, you will be directed to below booking
e Click Create Report to create your new report

ma,'ays,a? Dashboard  New Booking  Manage Bookings  Manage Approval  coo More v = English » {8} .* 9

Custom Report

_ V Filters Reset All
Report Name Field Name Filter Name Created Date & Time Updated Date & Time ﬁ .
spending Re.. 27, Aug 2020 112:25 27, Aug 2020 | 12:25 © -
Created Date
All v
Report Type
Al -
LISt Of eXlStlng Report Name
All
Report g

Filter to refine
your search
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e Once clicked, you will be directed to below page

e Drag minimum 5 provided fields and minimum 1 filter into Drag and Drop Filters section
e Tick Select All if you wish to add all fields

o Field the name of the report

e Click Next to complete the report creation

e The report now will be appeared in list of existing report in the previous page

ma]ayglaﬂ Dashboard New Booking Manage Bookings Manage Approval coco More v ak English ~ {a} e 9
Create Report
—_—— o

Available Fields Available Filters (7 select All [chorl Name * Master report v] Back ext —

Order ID Booking Status Selected Fields & Back to List Page

Booking Type Booking Date & Ti_

Payment Date & _ Origin

Destination Number of S[DpS

Trip Type Onward Departu..

Drag and Drop Filters

Onward Arrival D.. Return Departure..

Return Arrival Da_ Airline Code

Flight Number Base Fare

6. DASHBOARD

Our dashboard function will only be available in the future. We will update you accordingly once
this function is ready in our MHbiz PRO.
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Thank ﬂ{‘ﬂa

kasih
v

you

Please do not hesitate to contact our MHbiz PRO
dedicated support team shall you need further
clarification pertaining to the user guide or any
assistance pertaining to the portal or ticketing via
portal at mhbizpro@malaysiaairlines.com

malays:a?
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